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I. SUMMARY: : .

Under the general supervision of the Chief,'Sﬁpport Staft,
the “incumbent serves as Chlef Personnel Section respousible

" for all matters of personnel admlnlstlatlon in suppoxt of

© Z5X1A8A-

.

|and related act1v1tLes, both

' Headquarters and Fleld Locations. Plans organizes, ‘and di-

'w"xects person161 admlnlgtratlon aCtIVltlEb in Suppa”t of ths

- 25X1A8A . _ —25X9A2
[ Hivision affecting some

25X9A2

I_I. : DUTfES AND RESPC-NSIBILITIES:
1. Interprets Agency personnel policies and regulations
and DDP>instructions, and provides staff aavice and guidance
to all Division officials. Keeps Chief/Sdpport Staff advised
on all personnel decisions and problems, and deals directly
?' ; with Chief and Eﬁffﬁ%ﬁn:personnel matters of all types affec!
2sxia L1 | 25X1C

2. Develops a program for meeting the | |per50nne1

reguirements of| and other area divisions world-wide and
for the ordevliy recruliment, selection, assigament , training,

wiilization, reassigument, and placing-out of the necessary
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personnel, This includes the use of staidf, contract, militar;

and proprietary personnel. Processes staff personnel into the
Division, out-places to other drea divisioni and processes
~for overseas assignments, requiring éoordiﬁapion ﬁithhthe
gainiﬁg arca division and various support career services.
3. Serves as Executive Secrétary to and prepares the Agenda
: IZE_X_'IlASA' . o . . .
~for the Personnel Management Committee, which handles
lail personnel matters such as assignments, feaésignmeqﬁs:_pro-
Amotions, QSI's and conversions of contract to Stafﬁ'étatus
 for both staff%andwcontraCt personnel, Compiles badkgrourd
i?material‘ﬁecessary for PMCwmeétiﬁgs;maintains close'contacf'
. L IZE_XJIASA e . 25X1A8A .
with D/Chief (who is Chalrman[:::::::]<nlall personnel
matters, and coordinates and.implements decisidns of the
,meétings with other career services, othef area division; and
ﬁarious related components,
4, Reéponsible for selection, assignment, and promotion of
Division clerical personnelf
'5' legsponsible for personnel administration of type A

: 25
contract personnel used for Project and for the

1 salary determination

s

contract wage systems employed, for whic
8A . . i , -
are made by Pergonnel after advise of Branch Chiei con-
cerned. Respounsible for the recruitment, selection, processing

and briefing for contract employees for Projecafffffg:]and

assists in tvaining, placement, and rotational pilanning. The
' 25X1A2D1

nurpose of Project

< —
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6. Conducts a positive recruitment programrcarried on
_directly from this Division for experienced military‘pérsdnnel
.to £i11 presenb or- “future requirements. Reiers qualufxed
_applicants or employees within the Division or to other area
‘diviSions and conducts Tiaison with area divisions on their

‘ requ1rements.

7. Rﬂspon51ble for employee benefits and services matters

fbr staff; contract, and oropfletary personunel. | Insures

renords are maintainad, claims and results are monitored,

and conducts liaison with all Plementb of Benefits and

Services Division. This covers such matters as
insurance, BEC claims, death cases, medical, etc. Provides

advice and guildance and priefs employees on Agency and

Civil Service retirement.

8, Provides personnel management support to av :proximately
25X9A2 ' 25
| |personnel in various projects uﬂderﬁEfgaA
operating componeats, les involves support for such matters

5
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as retirement, medical, insurance, BEC claims, death cases
and other benefit cases. Reviews each proprietary and blends

and implements benefit programs’” to suit the cover situation.

Provides advice, guidance, and resolves problems -as they

arise. Takes into consideration such matters as local state

unemployment and compensation laws as they apply. In some
,ﬁ{- - " instances, establishes medical .programs and writes retire-

ment plans for proprietaries, In certain instances, pur=

chases specific insurance programs through outside sources:
- L)

to cover those‘eméloyees not covered by regular programs.:

- Works closely with Benefits and Services Division on-imple;-

menting programs to cover *hazardous duty personnel and ocut-

of—the ordinary cases under proprietaries for BEC on-the-

Job injury coverage,

9. Manages tmaﬁf§f$g£ie of Organization. Provides ad-
vice and guidance to operating officials eon position titles,
gfade.sfructure, organization, etc. Conducts liaison with
Division officials and PMCD personnel on proposed T/0 changes,
pre&antlna the Division views and recommending courses of -
action to take. Works closely with ChieX {:Effgégl%b*ef/
Support “taff, and obtains concurrence for recommended
acticus,

25X1A8A N

10. Reviews project outlines iavolving| |personne

requivements in ovder to comment od feasipility, availlability,
suitapility, aud timing ol these rveqguirements.
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11. Responsible for empioyee relations matters covering
R - such things as disciplinary cases, supervisor-employee prob-
lems, employee rights, termindtion cases, etc. Counsels

employees on personal and/or job adjustment . problems .and -

grievances; evaluates problems; suggests solutions; and

'1f;-"h takes -such actions as necessary.

E - _12.‘ Responsiblie for assisting in planning, recommending
- B ‘ 2 \8A
R ' and monitoring training and retraining of personnel
L o | - 25X 1A
- 13. Ensures covers established for[ _ |field personnel are

'approprlate Rev1ews ass1gnmentg, areas assigned to, &ireum-
fstances 1nvolved etc. to assure covers established are

v -
. adequate for personnel tdé carry out required dssignments.

"14. Reviews cable and dispatch traffic councerning personnel

matters on égésonnel and takes action accordingly. Qrigi-

"nates dispatches and cableé to the Field providing advice,

guidance, and direction on perspnnel problems enéountered.
- o - 15.  Conducts continuous liaison with various Headquarters

support components, career services, CSPS,y other area divi-

sions, and all elements of the Orffice of Personnel in order

. 25X1A8A

e . to provide personnel support for and related activities.
. . ' ' i 2 8A
16. Plans, organizes, directs, and executes Personnel

Section activities. Delegates assignmnents to 8 Section

personnel and reviews completed work for adequacy and accuracy

DY
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III. "~ SUPERVISION:

The incumbent 1s under-the general direction of the
25X1A8a T -
Chief/ | and the general supervis

of the Chief/Support Staff, Recei?és dirgbtions inlfhe form
,m‘?ié: v : df policy guidance with the responsibility fdr,ﬁandling_all
~§?" _ personnel matters and opergtion of tihe Personnel Sec%ion.

- The incumbent.is responsib&é for keeping Chief Agfg
Chief/Support Staff abreast of all persmnﬁeivdecisions énd
problems. : a 'f .. '

The iacumoent supervises and delegates 3551gnments'

to 8 Personnel Sectlon employees, of which 4 are "SpPV and

4 are "DV employees. Delegates aunthority to Déput& Chief/
~ Personnel Section who participates in most of the incumbents
activities and takes over as Chief/Personnel Section in his

absence.’

5} i "';1?"
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